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12 February 1964

MEMORANDUM FOR: Deputy Assistant Director, Central Reference
SUBJECT : Manegemment Review for Economy
REFERENCE . ADD/1 (»GT) memo to AD/CR of 31 Jamuary 1963;
saxce rubject
As requested on your routing slip with the reference, the

following items are suggested for the Docurent Division.

Economies Effectexi:

1. PBacklogs in the dissemination snd indexing of
intelligence raports have been sliminated by streamlining
procedures. This has resulted in a savings of some 75
overtime hours per wnek.

2. CLissemlnatiop to ORR Branches and Staffs now
accomplished at the ipitial reading stage. The eliminaticn
of the separate reading for ORR points has resuited ina
savings of 1 - 2 days in distribution time and an anticipated
savings of man hours as morcexperience is gained by the
disseminators.

3. Dissemination of certain coliateral material to C ClI
bas been in two stagei - the first at the initial atage and the
second within the OC{ dissemination unit recently merger!
into the Document Division. A portion of this material i=
aow disseminated directly to the OCI divisions from the
initial point of receipt and no longer need be read twice ‘or
this purpose. A savings in distribution time has resulted
and an overa!l saviags in man hours (an estimated 1-Z hcurs
per day) has een reslized.

4. Raeduct on in smmber of pages and murubar of copies
of the Dictionary of Abbreviation of Organizations. This has
saved an estimated 2E4, 400 pages of printing by PSD.

L 3 854 b Ao ]

Approved For Release 2006/10/17 : CIA-RDP687-00896R000100140152-0



Approved For Release 2006/10/17 : CIA-RDP67-00896R000100140152-0

SOET -

Economies Conterxaplajed:

1. Elmination from OCR document processing
system of:

{a) Margisal raw information reports
obtained by DD/I Representative which are
not published by the Defense Intelligence
Compenents.

{b) RFE Telexes as enclosures to CSLT
Reports (15 per day).

2. Elimination as an exception in the document
processing system of the printiag of 5 copies of each
OOB report on one si€e of the page {or purposes of
sanitizing selacted reports for distribution to USIA and
I |

3. Reproduction of first pages of iaformation reports
for Intellofax Cards by DARE machine will save four typists.
In addition substanial savings of processing time for imput
into Intellofax vAll repult.

4. Transfer of tiro persons to Special Section to
eliminate overtime used during the period Monday through
Friday each wesk.

25X1

I |
Chief, Dotument Division
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